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PREFACE

The Indiana College-Level Manpower Study is being conducted by the Indiana

Coimaission for HigheEducation to provide manpower information of valuc. to.

plannii)g.at the postsecondary level. Factors involviin7 both manpower supply

and elemand are being investigated, and eduk.:ational_ and occupational areas in

which major supply/demand imbalances exist will be determined.

This ,report deals with a survey assessing the demand for legal assistants

in Indiana. It was'eletennined that such a study would be of value after

discussing the topief*.with a number of individuals knowledgeable in the area
t

4
and after conducting a review of related

We would like to thank the Indiana. Bar Association fdr its help at various

points in the cenefucting of the study. Thanks are alsrowed to the many repro-

schtatives of the Indiana law. titans who took the time and of to complete

the study's questionnaire.

The-Indiana College-Level Manpower Study is be(ng conducted at the

c,
Camnission through a grant from the Lilly Endowment. The Commission wishes

to express its appreciation to 'th thisLilly Endowment for ths support. The

views expressed this rep
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HIGHLIGHTS

oi the law firms partilpating in this ;tt1Ll y indicated that they

ii cont:r hi i, in a leg,al sistant if such a person were available, or

undcci,lcd concerning this ma,Iter.

which had already employed a legal assistant, nearly two

had fund tti utili:ation of legal assistants to be a "highly beneficial"

71YaCtiCe.

thy tinis employing legal assistants, small-sia'd firms as well as large

ont, from the empli)yment of legal as:%istantS.

it:trd L. preferenc:,s concern in college degrees for legal a_ssistants, 54 per-

viewed a'hchelor's degree in legal assisting as being "highly desh-able,"

pc.r:ent viewed at. associate degree in legal assisting as "highly desirable,"

AlA 4.] percent offered this rating for a post-baccalaureate degree in legal

thirds of the respondents agreed with a statement to the effect that

"effective use of legal assistants reduces the cost of legal services."

*The level of dcmand for legal assistants in Indiana indicates the capacity

for additional

I

legal assisting degree progrms in the state
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INTRODUCTION

The Unportance of the emerging.occupation of legal assistant is being

widely discussed 1w the legal profession and within colleges and tuiiversities.

lhis study was undertaken because of the lack oil information concerning the

need for le,;al assistants and the apparent lack of postsecondary programs to

meet a potentially large demand from students and employers in Indiana.

The American Bar Association's Special Ccanittee on Legal Assistants has

otfet the following definition:,

Under the supervision and direction of,the faWyer, the legal
assistant should bcableflto apply knowledge of law and legal
procedures in rendering direct assistance to lawyyrs engaged
in legal research;,design,,develop, or plan modifications of
new procedurs, techniques; services, processes or applications;
prepare,or interpret legal documents and write detailed
procedures for practicing in certain fields of law; select,
compile, and use technical information from such references
1:; digests, encyclopedias, or practice manuals; and analyze
and follow procedural problems that involve independent
decisions.1- (

ibis definition is task-oriented, describing the legal assistant by citing

that He or she does. There is little evidence that legal assistants currently

or in the future shoulC. perform those tasks contained within the definition.

The legal assistant is geneiaily acknowledged to perform tasks related to

the practice of law which lie somewhere on a continutun of responsibility and

trairing between those of the.legal secretary and the lawyer. The tasks
, .

rfonned be the legal assistant depend primarily upon the education and

training of the person, the preferences and attitudes of the employer, and the

nature of the business. The occupation is, therefore, difficult to define in

terms of the tusks performed.

BecauSe recognition of the occupation of.legal assistant is quite new,

employment nee4.in the area arenot easily assessed. Some lawyers claim tnat

I. ABA Special Committee on Legal Assistants, The Training and Use of Legal
Assistants: A Status Rekort, p. 17.
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the duties of a- legal assistant do not extend'beyond those of a well-trained

legal secretary while others contend that effective use of legal assistants

will relieve the lawyer of ntunerous routine tasks beyond legal secretarial

duties and, in doing so, will reduce the costs of legal services. Many claw

firms are waiting to see the direction the occupation will take before making

decisions concerning the hiring of legal assistants, and few studies assessing

the need for personnel in the occupation have been conducted.

-Even if an overall number of legal assistants who could be employed were

known, it would still be difficult to relate this number to education and

training programs. Some lawyers prefer to train their own legal assistants,

frequently by upgrading the skills of a legal secretary. Others might prefer

graduates of college programs in -legal assisting at the associate, baccalaureate,

or post baccalaureate levels, depending upon the nature of the tasks to he

performed. Because of this variety of employers' preferences, an overall

number representing demand for legal assistants must still be related to

levels of education to be meaningful in educational planning.

Nationwide, IIKUW educational programs in legal -assisting have been

implemented in recent years. In October, 1975, the American Bar Association

listed more than 150 institutions offering legal assistant education programs,

most of them located in junior or community colleges. The State of Indiana

has two degree programs in legal assisting, each of which began in the fall. of
c$

the 1975-76 academic year and neither of which has produced graduates as yet.

Indiana Central Udiversity offers an associate degree in legal assisting and
, .

the Uniersity of Evansville offers an associate degree in legal assisting and

Ca bachelor's degree in legal administration.-

.
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METHODOLOGY

(

Rt.1)--5entatives 0t tne Indiana Bar Association and law school adminis-

. trators were consulted and they expressed support and aided in ,the conduct of

this study. hen those who indicated doubt that there was areal demand for

graduates of degree programs in legal assisting stated that a study of such

demand could serve to limit the possible proliferation of programs in legal

assisting/

nile conducting a review of the limited literature related to the demand

tar and training of legal assistants, it became apparent that a number of

concerns in addition to the demand for legal assistants should be studied.

Among thosel,d-ere the degree to which firms currently employing legal assistants

found this practiCe beneficial, the salary.a beginning legal assistant might

expect to receive, the most important job activities of a legal assistant, ond

the -nost important characteristics contributing to the employability of a

legal assistant. A questionnaire (see Appendix P.) was developed for distribution

to Indiana's law firms.

Tile Indiana Bar Association provided a listing of Indiana law firms.°

I'ilere were approximately 900 such firms, and a copy of the qiiestioimaire was

sent to each firm.



FINDINGS

A total of 311 responses to the mailings delivered to 887 (inns were

returned, representing a response rate of 58.7 percent. Seven of the res-

pondents' questionnaires were inadequately or incorrectly completed, leaving a

total of 504 usable returns. Table 1 depicts the usable reSponses to the

questionnaire, Considered by the size/of the responding law firm.

TABLE '1: SURVEY RESPONDENTS, BY SIZE OF LAW FIRM

Number%of
Lawyers

1-).

3-5

6 or more
Unidentifiable
Total.

vv

Number of.
Firms. Responding

Percent of
Firms Responding

'> 207 41.17,

214 42.5
80 15.8
3. 0.6

504 100.0

, Table 1 represents the-size grOupings of thelaw firms responding to the

questionnaire. Most-law firms in the state appear to be of small or moderate

size with approximately forty percent of the responses from'firms of one or,

two lawyers, and about forty percent more from firms of three to five lawyers.'

(The returns also indicated that, among the eighty firms including six or more

lawyers, fewer than twenty percent had more than ten lawyers.)

* * *

There was no available information concerning the degree to which Indiana

law firms are currently employing legal assistants. In order to avoid confusion,

this question was investigated,by asking the respondents how.many a) full -time

P

legal secretaries, b) assistants; and c) full-time personnel

who combined the duties of these two occupations, were represented in their

firm. The rqspones to this.question are'rePorted in Table 2.

",.1"'l
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TABLE 2: NUMBERS OF FULL -TIME LEGAL SECRETARIES AND LEGAL ASSISTANTS EMPLOYED,
BY SIZE OF FIRM

Size of Firm

.6 or more
1-2 lawyers 3-5 lawyers lawyers

n
All Firms
n %

Legal secretaries
U

1

2-3
4-6
Over 7
Total

,Legal assistants
0

1

2

More than 2
Total

Combination of
sec'y & leg.ass't

0

1

9

More than 2
Total

14 6.8% 8 3.7% 1 1.2%
102 49.3 26 12.1 0 0.0
87 42.0 131 61.2 11 13.4
4 1.9 48 22.4 39 47.6
0 0.0 1 0.5 31 37.8

207 100.0 214 100.0 82 100.0

197 95.2 190 88.8 53 64.6
8 3.9 23 10.7 17 20.7
1 0.5 1 0.5 6' 7.3
1 0.5' 0 0.0 6 7.3

207 100.0 214 100.0 82 100.0

23 4.6%
128 25.4
220 45.5
91 18.1

32 6.4
503 100.0

440 87.5
48 9.5
8' 1.6

7 1.4

503 100.0

1

189 91.1 173 83.2 65 79.2 \ 432 85.9
13 6.3 18 8!4 9 11.0 40 8.0
4 1.9 11 5.1 3 3.7 18 3.6
1 0.5 7 3.3 5 6.1 13 2.6

207 100.0 214 100.0 82 100.0 503-100.0

Table 2 represents the numbers of legal secretaries, legal assistants, and

persons working in the combined duties of these two occupations, employed by the

respondents' law firms. As might be expected, 95 percent of the firms reported

that they employed at least one person who functioned as a full-time legal

secretary. However, only a little over twelve percent of the firms employed

full-time legal assistants, while,an, additional fourteen percent reported that

they employed at least one person who combined the- duties of the two occupations.

The larger the law office, the greater was the tendency to hire legal assistants,

so that among firms of 1-2 lawyers only five percent had a legal assistant,

while over one third of the firms with six or more lawyers reported. employing

a full-time legal assistant.

-6-



Therespondents wore asked whether they agreed or disagreed with a number

of statements related to the employment of legal assistants. The responses to

these questions are presented in Tables 3-6,by whether or not the responding

firm currently employs a legal assistant.

LABEL 3: VIEWS TOWARD THE STATEMENT "A C
ANY'll I INC, A LEGAL ASSISTANT DO."

SECRETARY CAN DO ABOUT

Fyne of Firm

Strongly
Agree
n %

Agree
n %

Disagree
n %

Strongly
Disagree
n

Firms employing legal
assistant 14.5% 19 30.6% 27 43.5% 7 11.37

FirmS not employing
legal assistant 76 17.6 158 36.5 181 41.8 18 4.2

Total 85 17.2 177 35.8 208, 42.0 25 5.1

In general, about half of the firms were in agreement with a statement

to the effect that a good legal secretary can do about anything a-legal

i,sistant can do. Such a response indicates widespread doubt on the part of

many lawyers about the increased value of legal assistants over that of well-

trained legal secretaries.

It is noteworthy that there appeared to be a tendency for more firms

employing' legal assistants to disagree with a statement to such an effect than

those not employing them but this difference was not statistically

,!gnificant,

'5.

1
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TABLE 4: VIEWS TOWARD THE STATEMENT "HIRING OF LEGAL ASSISTANTS WILL RESULT
IN FEWER EMPLOYMENT OPPORTUNITIES FOR NEW LAW SCHOOL GRADUATES."

Type of Firm

Strongly
Agree

n %

Agree
n f,

,,

Disagree
n %

Strongly
Disagree
n

Firms employing legal
assistant 23 36.52 30 47.6% 6 9.51

Firms not employing
legal assistant 48 11.3 213 50.0 147 34.5 18 4.2

Total 52 10.6 236 48.3 .177 36.2 24 4.9

Nearly sixty percent of the respondents felt that hiring of legal assistants

4-
will result in fewer,employment opportunities for new law school graduates.

The data of Table 4 indicate that law firms employing legal assistants have

significantly less of a tendency to agree with such a statement, but even

ITA these. firms, 43 percent of the respondents did agree that job openings

for new lawyers would be reduced. The growth of this new occupation could

serve to increase the already serious problems faced by.young lawyers as they

seel their first jobs in priyate law 1;inns. Clearly, most respondents felt

thlt there was some overlap in the duties performed by legal assistants And

new law degree recipients and that this overlap could result in fewer openings

for beginning, legal practitioners,



TABLE 5: VIEWS TOWARD 1111-: STAXEMENT "MANY MORE LAW FIRMS WILL BE USING LEGAL
(-ASSISTANTS IN TILE NEXT FEW YEARS."

TITe Of Firm

Strongly
Agree
n

Agree
n

Disagree
n

Strongly
Disagree
n

Firms employing legal
assistant 20 32.37, 39 62.9% 3 4.8% 0 0.0%

Firms not employing
legal assistant 61 14.7 269 65.0 78 18.8 6 1.4

81 17.0 308 64.7 81 17.0 6 1.3

There is little doubt that the

assistant as.a rapidly growing one.

with a statement to the effect that

.r
legal assistants, and an additignal

statement. It should also be noted

assistants. felt even more strongly

a rapidly growing occupation.

respondents viewed the-occupation of legal

Seventeen percent were- in strong agreement

Many more law firms will soon be employing

65 percent expressed agreement with such a

that those firms currently employing legal

than those not employing them that this is

TAbii 6: VIEWS TmART) THE STATEMENT "EFFECTIVE USE OF LEGAL ASSISTANTS
REDUCES THE COST 'OF LEGAL SERVICES."

'Type of Firm

Strongly
Agree
n

Agree
n

Agree
n

Strongly
Disagree

%.

Firms employing le'gal

assistants 22 35.5% 35 56.5% 4 6.5% 1 1.6%

r!+

Firms not employing
leal assistants 44 10.9 20F, 51.6 128 31.8 23 5.

66 14.2 243 52.3 132 28.4 24 5.2

1'
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The data of Table\6 clearly indiLate thatk-a majority of the law firms

agreed with the belief that effective use of legal assistants can reduce the

cost of legal services. This belief was more ftequently and more strongly

held by the respondents from firms which already employed legal assistants, as

over one third of these respondents expresses. strong agreement with such a

ctutement, aiid only eight percent indicated disagreement. It would appear

that legal assistants can be a means of reducing the cost of legal services.

The respondents from firms which do not currently employ a full-time

,legal.assistant were asked whether they would consider hirifig a legal assistant

if an. appropriately trained person were available. The responses to this

question are presented in Table Z.

FABLE 7: FIRMS WOULD CONSIDER HIRING LEGAL ASSISTANT, BY SIZE OF FIRM

Response

Would consider

Undecided

Size of Firm

1-2 lawyers 3-5 lawyers 6+ lawyers Total
n % n % n % n

68 35.2Z 69 37.]% 29 54.7% 166 38.4%

54 28.0 57 30.6 11 20.8 122 28.2

Would not consider* 71 36.8 60 32.3 ' 13 24.15 144 33.3
*Those responding that they would not consider employing a legal assirtant
were informed that they had completed the questionnaire. Subsequent tables,
with the exception of Table 13, will not include these 144 respondents.

Approximately forty percent of the respondents indicated that they would

consider hiring a legal assistant if an adequately trained person were avail-

able, while an additional 28 percent were undecided in this regard. One third

of the respondents were definitely not interested and would not consider

rt
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hiring a)pgal assistant. It should also be noted(that there, was a more

positive tendency toward considering. the hiring of a legal assistant among

larger firms than among the smaller.

Since these responses represent the companies which do not currently

employ legal.asSistants it is apparent that therp is a considerable interest

among Indiana law films in the occupation of legal assistant, but that many

remain undecided as to whether their firl would profit from employing such a

perSon.

The respondents from firms which currently employ legal assistants were

asked the degree to which they felt the utilization of these people had been

of advantage to the company. The rerrornes to this ques on are xeporql in

Table 8. Because So few law firms in Indiana currently employ legal asistants,

the number.of respondents to this question was necessarily low.

TABLE 8: BFNEFIT OF UTILIZING LEGAL ASSISTANTS, BY SIZE OF FIRM

n, Size of Firm

Benefit

Highly beneficial

Beneficial

Not beneficial

1-2 laWyers 3-5 lawyers 6+ lawyers Total
n 1 ) h % n %

lii..

7 77.8% 15 68.2% 16 5.1% 38 64.4%

2 22.2 7 31.8 11 39.3 20 33.9

0 0.0 0 0V0 11 5.6 1 1.7

It is apparent from the data of Table 8 that nearly all of the firms

employing- Tal assistants have found their services to be beneficial to

the firm, wi h nearly two-thirds finding these services to be "hiThly



beneficial." it is of particular interest that the size of the firm did not

affct the responses from the different size groupings to a statistically'

significant level but it appeared that, if there was a .difference, legal

assistants were viewed as being most beneficial by respondents from small-
,

sized firms. This contradicts the view of many practitioners that?this

occupation is Only of major.hnportance tp large -sized firms.
.

In considering manpower demand for an Occupation it is important to know

not only the number of people whb might be employed in the occupation, but

also-the types of education'and training considered most desirable bir potential,

employers: For this reason the respondents,wei6 asked to rank the desirability .

of a number of education and training backgrounds for people seeking employment

with their firm a legal assistants. The responses to this question are pre-

sented in Table 9.

TABLE 9: PREFERRED EDUCATION iNND TRAINING BACKGROUNDS'FOR LEGAL ASSISTANTS

Education/Training
Pro ,ram A

High school,graduate

Legal secretary

Assoc. degree (not
legal assisting)

A oc. degree in
leMassisting

Bach. degree (not
legal assisting)

Bach. degree in
legal assisting

Post.-bach. degree in

legal assisan

.Highly Would consider; Would not
desirable Desirable nat dqsirable be hired
n % n Z n 7 n

28 8.5% 44 13.4% 93 28.4% 163 49.7%

52 15.7 130 302 114 34.3 36 19.8

26 8.0 108 33.3 140, 43.2 50 154

142 42..6 148 44.4 35 10.5 8 2.4

'32 9.8 134 41.0 116 35.5 45 13.8

178 53.9 81 94:5 49 14.8 22 6.7

136 41.6 105 32.1 55 16.8 31 9.5



The respondents definitely were most recvti4e Co graduates of programs,

either at the associate, bachelor's or post-baccalaureate level., directly

related to the training of individuals as legal assistants. Ather than hire

graduates of genealist degree programs who might.require more on-the-job

training, law firms expressed a preference for hiring the recipients'of degrees

in legal assisting programs.

the level of degree preferred by the respondents varied widely,.with a

majority indicating a bachelor's in legal assisting to he highly desirable,

percent viewing the associate degree, and 42 percent a post- baccalaureate

dcsree to be highly desirable. The wide variety of education and training,

backgrounds consid6red to be desirable is indicative of the fact that'there'is

s:ery little agreement as to the nature of the occupation and the requirements

el lcgal assistants among Indiana's lawyers.

* * *

[here has been a. great deal of debate concerning what are and what shoula

be the activities of a legal assistant. V6 were concerned with the views of

Indiana's law firms concerning this problem. .A HI of potential activities

of le,,a1 assistants developed by the American Bar Association was adopted for

use in this survey and respondents were asked. to estimate the potential

importance of each activity for a legal assistant with7their firm.

Analysis of differenceS. between law firms which do and do not currently

employ- legal assistants was also of interest regarding this question. Such an

analysis provides. a better picture of how the .expectations of those not

employing legal assistants compared with the actual experiences of those who

Jo t:7iv44,070thc The responses to this question are presented in Table 10.
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lher/data presented in Table 10 provide material of value in understanding

the importance of inimerous duties and activities which may be undertaken ..)-y

1(-,,,,a1 assistants. In 'general, there seemed to be agreement on the part 'Of

t respondents that legal asslkants' most important activities involved types

0' work which might well require specific training beyond that of the average

le,gal secretary. Such activities included preparing probate inventories and

inheritance Ft deral estate to returns, searching and checking public

records, indexing documents and preparing digests, conducting investigations,

and shepardizing. Some law f inns-also attributed major importance to activities

which might be con5;idered clerical in nature. However, it appears that most

of the respondents VieWed Jogai assistants as .taking on duties and responsibi-

litios beyond those of clerical personnel.

The data of Table 10 should prove of value to law films in their utilization

of le al assistants and help colleges and universities in developing programs

which will best meet the needs of potential employers.

Respondents were asked to indicate their views toward the relative

importance of a ntliabor of personal factors which 'might be taken into account

in the hiring of an individual as_ a legal assistant. The findings from this

question should be ot value in curriculum planning, and also of concern to

young people interested in preparing themselves to work as legal assistants.

The responses are presented in Table 11.



i "WEE 1 t: INTORIANCE OF FACIO 6 TAKEN <INTO ACCOUNT IN 1111i HIRING OF

117

LEGAL ASSISTANTS

Ability to understand legal
terminology and procedures

the legalUnderstanding of
process

Writing skills
Interest in people,
intent to make career as-
legal ass't

AL' least somec"ollege or
voc. school
Interviewing skills
Facility in speaking
Legal secretary experience;,
i:nowledge of bookkeeping
ecretarial skills

High
importance
n `;:;

Moderate
importance
I1 f

Low
importance

Of no
concern
n Z

305 .88.2' 34 9.8Z 6 1.7Z 1 0.3Z

268 77.5 69 19.9 9 2.6 0

234 68.4 95 27.8' 10 2.9 3 0.9
222 64.9 106 31.0 12 3.5 2 0.6

197 57.1 120 34.8 18 5.2 10 2.9

185 54.3 111 32.6 27 7.9 18 5.3

179 52.0 117 34.0 39 11,3 -9 2.6
163 47.1 154 44.5 25 7.2 4 1.2

64 18.6 125 36.2 95 27.5 61 17.7

63 18.4 116 33.9 116 33.9 47 13.7

63 18.3 \114 33.0 104 30.1 64 18.6_

the data of Tablv 11 indicate that there are a number of characteristics

w!Ach c.in contribute significantly to the employability of a potential legal

:Is1;ktant.. Among those most important are factors relating to the understaild-

-,: legal terminology, procedures and processes, and factors such as writing

shills, interest in people, the intent to pursue a career-as a legal assistant,

,ostsecondary educational training, and interviewing and speaking skills.

data also provide further evidence that the respondents drew a definite

di<inctl between the legal assistant and the legal secretary. characteris-

tic such as lc gal. secretarial experience, a knowledge of bookkeeping, and

shills were found to be least, important of those listed.,

*

ihe respolents were asked what they estimated would be the initial

.;a1,iry ran:o of legal a:4sistants with their firms. The responses to this

presented in Table 12.

2
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TABLE 12: ANTICIPATED STARTING SALARIES OF LEGAL ASSISTANTS,
BY SIZE OF FIRM

Salary- Range

Size- of Firm

1-2 lawyers 3-5 lawyers

$6,000 or less 25 19.2Z 22 14.8%
$6,001 to $7,500 45 34.6 44 29.5
$7,501 to $9,000 44 33.8' 59 39.6
"Sc),901 tc $11,000 16 12.3 24 16.1
$11_,001 er above 0 0.0 0 0.0 1

6+ lawyers Total

2 :3.07

12 17.9

39 58.2
12 17.9
2 3.0

49 14.27
101 29.2
142 41.0
52 15.0
2 0.6

More than forty percent of the espondents expected that the starting

salary of a legal assistant with their law firm would be between $7,501 and

S9, 0c)(1, with 43 percent falling below this range and sixteen percent respond-

lhove it. The data clearly indicate that there is a tende1cy for larger

firms, mon' often located in urban areas, to pay higher. salaries than small

.The critical f.1:ctor ia assessing the need for personnel,. in an emerging

cupation is not the mere interest in the field but in the actual limber of

polpI who laight b6,hired to the occupation over a period of thlte:\ ice asked

the respondents whether they actually, anticipated seeking a legal assistant

within the next four years. Thu responses to this question are presented in

Tahle IS.

TAlqi. 13: I.:Th. FIRMS EXPECTING TO SEEK A LEGAL ASSISTANT THE NEXT
LOUR YEARS, BY SIZE OF FIRM

F:.1pectation

Sige4of Firm
1 -2 _liwyers 3-5 lawyers 6+ lawyers Total.
n n n 7

Anticipate seeking legal
assistant

28 13.67 47 92.57 315 43.97 111 22.37

Do not anticipate seekilg
legal assistant*

116 36.3' 91 .5 27 32.9 234 47.1

Undecided 62 30.1 71 34.0 19 23.2 152 :30.6

Includes those recorded in Tab lc 7 as having indicated no interest
a legal assistant. 10



Nearly,one quarter of all the respondents anticipated seeking at least

one legal assistant over the next four years. Approximately 31 percent were

still undecided concerning this matter and 47 percent indicated that they

definitely did not expect `to seek a legal assistant. Overall, a sizable

minority of law firms appeared to be ready to employ legal assistants, with an

even lary,er minority as yet undecided. 4

TAB1.1 11: 1 ',RAS EXPECTING TO HIRE LEGAL ASSISTANTS IN INDIANA,
EXTRAPOLATED* BY REGION**

One
Two
Three
Four

Five
Six
Seven
Eight
Niue
Ten
Eleven
Twelve
Thirteen
Fourteen

1

Total number
of firms

122

66

90
48

+2

78

,30

262

26

23

21

17

62
-)-
- /

914

2

Number of
survey resnondents

3

Responaents
expecting to hire

le,,a1 asstj.

4

Total expecting to
hire ( extrapolation)
n % of Column 1

,7 62

31

53

27

22

46

16

147

15

/

14

9

41

14

504

18

5

12

7

4

5

2

41

2

1

3

2

6

3

111

,

35

11

20

12

g

8

4

73

3

3

5

4

9

6

202

28.6
16.7

22.2

25.0
19.0

10.3

13.3

27.9
11.5

13.0
23.8.

,23.5

14.5

22.2

22.1
For each Region, extrapolation is calculated by tne method

Column 1 x Column 3= Column 4
Column 2

map of Indiana's Planning and Develo pmeut Regions, see Figure 1, Page 19.

fahle 14 represents an extrapolation, by Region, of all of Indiana's listed

law finis which might currently expect to hire a legal assistant within the next

few' ;,-ears. As can h seen, the great(2,st actual demand for legal assistants

a)pear to bo across the northern third of the state:and in Region 8,

is the Indianapolis area.

18-



FIGURE 1: INDIANA'S PLANNING AND DEVELOPMENT REGIONS
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SUMMARY AND CONCLUSIONS

%

It is apparent that the greatest interest in the hiring of legal assistants

currently exists in larger finny which are generally located in urban areas.

Numerous respondents from smaller firms commented that they supported the

concept of legal assistants. taking minor routine duties from the lawyers them-

selves, but that such a practice would be economical only in ajarger firm

where an assistant could serve a number of lawyers. However, as was noted in

Table 8 above, small firms also perceive themselves as realizing benefits from

the utilization of legal assistants once they make the commitment to hiring

them.

If half of those who report themselves undecided concerning the hiring' of

a legal assistant within four years decide to do so, approximately forty

percent of the law firms in Indiana may soon be seeking legal assistants.

With approximately nine hundred such firms listed, there may be a demand for

as many as one hundred legal assistants per year within Indiana for a number

of years. Beyond such a short-range assessment, the demand for legal assistants

will depend upon such factors as further acceptance by the legal profession

and the average number of years a legal assistant stays in his/her job.

Educational preferences of law firms for the people they hire as legal

assistants vary. Where some will seek individuals with a bachelor's or

higher degrees, other will seek associate degree recipients, and some will

probably continue to upgrade the skills of legal secretaries to those of legal

assistants by means of on-the-job training.

Tables 13 and 14 indicate that there is a genuine demand for legal assistants

which could support additional educational programs within the state. However,

the newness of this occupational field should dictate a cautious expansion of

programs until experience on job placement is gained.
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APPENDIX A
WIANI) FOR LEGAL ASSISTANTS QUESTIONNAIRE

STATE OF INDIANA
COMMISSION FOR HIGHER EDUCATION

143 WEST MARKET STREET
INDINNAPOLIS. INDIANA 4:A04

317.633.6474

Dear Sir/Madam:

DR. RICHARD D. GIBB
commISSIONEN

The Indiana Commission for Higher Education is a state
agency responsible for the coordination of public post-

. secondary education institutions in the state, and is
charged to take the private institutions' resources into
account in its planning. The Commission is.currently
conducting a college-level manpower study, funded by
the Lilly Endowment, in an effort to acquire up-to-date
information of value in program planning. One of the
objectives of this study is to assess statewide demand
for people trained in certain occupations related to
postsecondary education.

The occupation of legal assistant is one for which very
little manpower demand data are available. We do not
know the degree to which law firMs in Indiana would like
to employ legal assistants or the level and type of
education and training preferred for entrants to this
occupation. In order to acquire these types of data we
are conducting a questionnaire survey of a large number
of Indiana's law firms.

The enclosed questionnaire has been developed with the
cooperation of the Indiana State Bar Association. The
findings of the study should be important in the
development of this occupation in Indiana.

In order for the findings of the study to be reliable,
a high rate of response to the questionnaire is of
crpcial importance. It should take no more than fifteen
minutes of your time to complete the questionnaire and
your responses will be greatly appreciated. Would you
please complete the questionnaire and return it in the
enclosed stamped, self-addressed envelope within one week.

.Thank you for'your cooperation.

Sinc-h

Robert M Greenbe TT, Ed.D.
Project Director Manpower

-21-
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DEMAND FOR LEGAL ASSISTANTS IN INDIANA

This tudy'deals with LEGAL ASSISTANTS as distinguished from LEGAL SECRETARIES.
Ile American liar AssociationSpecial Committee on Legal Assistants has defined this
tvcupation as follows:

Undt.!: suck -!vision and diqeetion o the tawyek, the fegat ass.i.stant
should be ab6: to aprfy knoweedge etc taw and eegae rucedum.5

d( feet assistance tv ,fawyeqs engaged &gat keseakch; design,
dov,4or, oq rtan modiAicati.ons o new oveeduke.s, techniques, 6envices,
tlocesws V i .arm,t'ications; pkepake ok atopket fegaT documents and

detaaed rkoceduites fivk oacticing in ee.ttain 6ietds c' £nw;
setcct, compite, and use' teehnicaf in6okmation Akom .such 4e6ckenccs as
Jiests, encyctopedias ok pkactice manuafs; and anafgze and tiotTow
r'toc_cdwzat pkobfems that invofve independent decis,ions.

The 1L.;a1 secretary, on the other hand, is defined as follows:

The teat seeketwty showed be pkepaked to take dictation (machine and /en
!,h"zthand); rkeraqe iee and disbukument statements; rkepake appkoptate
documents; keer books and ecoqds; and .sekve as Aeceptimist.

i. How many individuals are employed full-time in your firm at this
location in each of the following occupations?

a. Full-time lawyer
b. Full-time legal secretary
c. Full-time legal assistant
d Combination of duties of b and c above

other (specify)

Please indicate the extent to which you agree with each of
following statements by circling th6'appropriate number.

Strongly
Agree Agree Disagree

a. A good legal secretary can 1
1_ 3

Jo about anything a legal
assistant can do.

b. Hiring of legal assistants 3

will result in fewer employment
opportunities for new law school
graduates.

c. Many more law firms will he 1 W 3

using legal assistants in the
next few years.

d. Effective use of legal 1 3

assistants reduces the cost
of legal services.

the

Strongly
Disagree

4

4

4

4

If you do not currently employ a full-time legal assistant, please answer question 3.
If you do employ at least one full-time legal assistant, please answer question 4.
All respondents then continue with question 5.



!). Would you consider hiring a legal assistant if an appropriately trained
it were ava i lab l e?

jes (continue to question 5)
Undecided (continue to question 5)
No (Thank you. You have completed ,the questionnaire. Please. return

it to us in the enclosed 'envelope).

1.- In genvrai, our firm has found the utilization of legal assistants to be

a. highly beneficial
h. beir(7.-ficial

c. not beneficial

3. Dew desirable do you consider each of the following educational or
trnining backgrounds for a person seeking employment with your firm
as a legal as.sistant? Please rate each background from 1 to 4 according
to the, following code:

1 - highly desirable
= desirable

3 = would consider, but not really desirable
wait 4 = would not be hired with this background

u. A high sch'.)ol graduate for whom you would provide training.
h. A legal secretary whom you would train.
c, An associate (two-year college) degree'recipient (not in

1egalassisting) for whom you would provide training.
graduate of a two-year college program in legal assisting.

e. A bachelor's degree recipient (not in legal assisting) for
whom you would provide training.

A graduate of a four-Year college program in legal assisting.
. A graduate of a post-baccalaureate- program in legal assisting

of one year or less in duration.

In the (potential) activities of a legal assistant with your firm,
how important do you consider each of the following tasks? Please
rate each task from 1 to.4 according to the following code:

1 - high importance
= moderate importance

low importance
4 = would not perform. this task

Type
, Notify clients of approaching......_

Maintain- law library deadlines
Not clients of actions taken Serve papers
Do office Citing File motions....._

__.Prepare briefs and pleadings Shepardize
Docket - Hi re 6 supervise nonattorney staff._.....

L ra i n :1,4na t t orney still l Tax work
. Prepare office memoranda Compile CI select citations

Operate oft ice machines Index documents Ei prepare digests
Appear for client in court Conduct initial interviews with

__ Search and check public records clients.
Contact client for information Take dictation

._._

Prepare fee El disbursement Investigations
statements Develop I', implement office procedure

Drafts wills, deeds and trus.ts File papers
Plan installation 6 operation of Receptionist
office machinery Make arrangements for hearings and

Prepare probate inventories 4 depositions
inheritance .C1 Federal estate
tax returns

3 1.



7. Please indicate your opinion concerning the importance of each of
the following characteristics of an applicant for a position as a
legal assistant with your firm by rating each characteristic from
1 to 4 according to the following scale:

1 = high importance
2 = moderate importance
3 = low importance
4 = of no concern

Ability to understand legal terminology and procedures
Interviewing skills .

Knowledge of bookkeeping
At least some college or vocational school
Intent to make a career as a legal. assistant

Facility in speaking
Legal secretary experience
Interest -in people
Writing skills
Understanding of the legal process
Secretarial skills

S. What do you estimate to be the initial starting salary range of a
legal assistant with your firm?'

a. $6,400/year or less
----b. W,001-$7,500/year.

c. $7,501-$9,000/year
$9,001-$11,000/year

e. More than $11,000/year

9 Do you anticipate seeking a legalassistant within the next four
years?

g
s

Undecided

If nYeS", how many do you hope to hire?

General Comments:

If you would like to receive a copy of the findings of this survey,
include your name-and address below.

Name

Address

Thank you for completing this questionnaire. Please return it to us promptly in

the enclosed, stamped, self-addressed envelope.

Office Use Only


